DEPARTMENT OF GENERAL SERVICES RECORDS _
MANAGEMENT DIVISION RECORDS RETENTION AND DISPOSAL
SCHEDULE

Schedule No. 2492

Page 1 of 5

Agency Division/Unit

ro have any administra-

Maryland Department of Agriculture - MAICS - Weights and Measures Section
Item No. | Description ‘ Retention
Supersedes Schedule 2321
1. Correspondence :
A. General — Contains section-initiated Retain in office for 4 years
correspondence of a general nature addressed to the then destroy.
private sector, individual firms or other agencies.
B. Administration — Contains section administrative or | Retain in office for 5 years
laboratory unit initiated letters and memoranda to then destroy.
section personnel pertaining to working policies and
procedures. $creen and retain per-
' . ) ) L manently all wmaterial
C. Policies/Interpretations — Contains section-initiated ¢nich serves to document
memoranda, letters and other published statements the origin, functions,
pertaining to operating policies or interpretation relative development and accomp-
to laws, regulations, devices, etc. which are sent to and }lishments of the unit.
affect the private sector; usually to similar interest 3 h‘:"‘[‘; ti anifizr sgizéog;;hive
. . .. . ra Y (o) ¥
private sector groups and/or individual firms. Bestroy all other mat—
. . . . . erials which has ceased
2. Device Inspection Reports — Contains original copies of 4
1

| tickets, railroad track scales, etc.).

initial and subsequent reports of inspection and test,
divided by county and business. Includes inspection
reports for the following devices: large capacity scales,
medium capacity scales, small capacity scales, large
liquid measuring devices, small liquid measuring
devices, vehicle tank meters, LPG/vehicle tank meters,
LPG/stationary, grain moisture meters, length
measuring devices and miscellaneous reports (delivery

rive value.

Retain in office for 5 years
then destroy.

Schedule Approved by Department, Agency,
or Division Representative.
2ifo 7.

Date

Date Zhan 0O

Schedule Authorized by State Archivist

Signature
Typed Name Richard W. Wotthlie
‘Title Chief, Weights and Measures

&)

Signature

W&M"

DGS 550-1
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DEPARTMENT OF GENERAL SERVICES RECORDS
MANAGEMENT DIVISION RECORDS RETENTION AND
DISPOSAL SCHEDULE (Continuation Sheet)

Schedule No.o 492

Page2 of §

Agency Division/Unit MAICS

Maryland Department of Agriculture Weights and Measures

Item No. Description _ Retention

Supersedes Schedule 2321

3. Package Inspection Reports — Contains originals Retain in office for 5
of all the inspection reports pertaining to years then destroy.
packaged commodities. Forms used are Random
Package Inspection Reports and Standard
Package Inspection Reports.

4. Reports of Tests (Laboratory) — Contains Retain in office for a
laboratory initiated test reports for standards minimum of 5 years then
used to determine the accuracy of weighing and destroy.
measuring devices. The standards are used by
the private sector, other State agencies and State
local weights and measures programs. :

5. Reports of Rejection (Laboratory) — Contains Retain in office for a
reports of notices of rejection, initiated by the minimum of & years then
Metrology Laboratory, on items failing to meet destroy.
specifications or tolerances. Issued when no
corrective action is anticipated or is possible.

6. Traceability Reports (Laboratory) — Contains Retain in office for the
National Institute of Standards and Technology life of the standard then
and Maryland laboratory reports of tests and destroy.
accompanying data sheets required as proof of
traceability to National Standards.




DEPARTMENT OF GENERAL SERVICES RECORDS
MANAGEMENT DIVISION. RECORDS RETENTION AND
DISPOSAL SCHEDULE (Continuation Sheet)

Schedule No. 2492

Page 3 of 5

Agency Division/Unit

item No. Description Retention

Supersedes Schedule 2321 '
7. Investigations
A. General — Contains section-initiated Retain in office for 5
investigations which may result in the years then destroy
development of regulations, changes of program
“emphasis, etc.

B. Complaints — Contains written investigation Retain in office for 5
reports completed as a result of complaints years then destroy
originating from outside sources (consumers,

private industries, etc.).

C. Section/inspector Initiated — Contains written Retain in office for 5
investigations resulting from staff initiated action years then destroy
on observed or suspected violations' not from

external sources.

8. License Examinations and Fee Receipts - Retain in office for 3
Contains examinations taken during a specific years then destroy.
year for registered calibrators, milk tester or :
registered calibrator/milk tester licenses; exam
fee receipt is attached to completed exam.

Forms included are application for Registered
Calibrators of Farm Milk Tanks, License
Examinations and Milk and Fluid Dairy Products
Tester's Examination Supplement.
9. License Applications: Completed ~ Contains Retain in office for 3

completed applications denoting issuance of
licenses for registered calibrators, milk testers
and a combination license Registered
Calibrator/Milk Tester.

years then destroy.
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DEPARTMENT OF GENERAL SERVICES RECORDS
MANAGEMENT DIVISION RECORDS RETENTION AND
DISPOSAL SCHEDULE (Continuation Sheet)

Schedule No. 549>

Page4 of5

Agency

Maryland Department of Agriculture

Division/Unit MAICS
Weights and Measures

item No.

Description
Supersedes Schedule 2321

Retention

11

12.

Purchase Orders and Invoices ~ All Object
Codes — Contains section initiated purchase
orders, completed invoices and receiving reports
for items/services obtained in a specific fiscal
year.

Fiscal File

A. Budget Information ~ Contains the Weights
and Measures Section fiscal year ledgers and
MDA budget print-outs. Also includes documents
showing any fees received for licensing or
services rendered and a record of deposits.

B. Budget Request and Preparation — Contains
copies of section requests, departmental
confirmation and results of General Assembly for
separate fiscal years. Includes information
relative to development of budget requests.

L egisiative File

A. Development and Supporting Documents
(Departmental/Section Regulations) - File
consists of any retained documents relative to
regulations. May include results of section and
other hearings. ~

B. Preparation/Supporting Data and Testimony

(Departmental Bills) — Contains all Weights'and "~

Measures bills filed by bill number and year.

Retain in office for 4

- years then destroy.

Retain in office for 4
years then destroy.

Retain in office for 4
years then destroy.

Retain in office for 6
years then destroy.

Retain in office for 6
years then destroy.




DEPARTMENT OF GENERAL SERVICES RECORDS
MANAGEMENT DIVISION RECORDS RETENTION AND
DISPOSAL SCHEDULE (Continuation Sheet)

Schedule No. 2492

Registration Information — Contains applications,
tests, reports of test for equipment and various

forms for each Service Agency and Technician.

Page 5 of5

Agency Division/Unit MAICS

Maryland Department of Agnculture Weights and Measures

Item No. Description Retention

Supersedes .Schedule 2321
C. Testimony on Regulations (Non- Retain in office for 6
Departmental) — Contains any written testimony years then destroy.
presented by Weights and Measures at public
hearings of other State or Federal agencies
relative to regulations.
D. Testimony (Non-Departmental Bills) — Retain in office for 3
Contains copies of any written testimony years then destroy.
presented to the General Assembly of bills other
than Weights and Measures.

13. General Office Information (Miscellaneous) — Retain in office. Screen
Contains reports of accident/theft or loss; copies annually and destroy
of accident review board cases, charge receipts, that material which has
inventory records and equipment records. ceased to have any

' administrative value.

14. Office Personnel Information — Contains vehicle Retain in office for 3

: log copies, inspector summary sheets and time years then destroy.
sheets.

15. Weighing and Measuring Device Applications Retain in office for 4

- and Certificates — Contains copies of weighing years then destroy.
and measuring device registration apphcatlons
and certificates.

16. Service Agency and Service Technician | Retain in office. Screen

annually and destroy
that material which has
" ceased to have any

administrative value.




Instructions ~Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

-

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 Waterloo Road, P.O. Box 275 1

Jessup, Maryland 20794
410-798-1630

PAGE OF

1. Department/Agency R
MD Dept of Agriculture

2. Division

MAICS

3. Unit
Weights and Measures

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title

Correspondence Group A. General and B. Administratipn

§. Earfias! Year/t.atest Year

to

A. General -
B.

and procedures.

6. Record Series Description (Briefly describe the types of information/documentsforms found in the series. Include the purpose or function of the series.) -
Folder consists of section initiated correspondence of a general nature
adressed to the private sector, individual firms or other agencies.
Administration - Folder consists of section administrative or laboratory unit

initiated letters and memoranda to section personnel pertaining to working policies

7. Record Series Format(s) List all 8. Record Saries Sequence 9. Volume
' 3( File Drawer(s)
O Microfilm Reel(s)
KLetter Size 0 Microfilm X Alphabetical 1
O Computer Tape(s)
XLegal Size 0 Computer Tape O Numerical Number
0 Other (specify).
0 Audio Tape 0 Floppy Disk 0 Chronologicat
Q Bound Book 0 Video Tape 0O Geographical 10. Annual Accumutation
9( File Drawer(s)
0 Other {specify). 0 Other (specify)
O Microfim Reel(s)
0 Computer Tape(s)
Number
0 Other {specify)
1. File is Used 12 File Bacomss Inactive After
X oaiy 0 Weekly O Monthly 0 Annually 4 o X vears)
Number

13. Current Location(s) (Bldg., Floor, Room)

50 Harry S Truman Parkway

14. Is Record Series Duplicated Elsewhers? (If yes, specily agency or office.)

A O Yes ¥o No
Annapolis, MD 21401
15.  Access Restrictions (if Yes, cite Law(s) & Regulatlon(s) 16.  Audit Requirements
G Yes )g No x None O State O Federal O Independent

17. s an index System used? If yes, explain briefly and describe requirements

XNo

0 Yes

18.  Recommended Retention

Retain in office fér 4 years (A.
for 5 years (B. Administration)
destroy.

General)
then

19. Name and Title of Preparer

Richard W. Wotthlle
Chief, Weights & Measures

20. Telephone Number

410-841-5790

21. Daie

January 12, 2009

DGS 5504 (Rev. 1/93)




AGENCY RECORDS INVENTORY

Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES
each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 5§50-1) " 7275 Waterloo Road, P.O. Box 275

PAGE 2 OF

« Jessup, Maryland 20794
410-799-1930

1. Department/Agency 2. Division

3. Unit
Dept of Agriculture MAICS Weights and Measures

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.
4. Record Series Title §. Earliest Year/Latest Year ' )

Correspondence Group C. Policies/Interpretations

to

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.)

C. Folder consists of section initiated memoranda, letters and other published
statements pertaining to operating policies or interpretation relative to laws,
regulations, devices, etc. which are sent to and affect private sector;.usually to
similar interest private sector groups and/or individual firms. :

7. Record Series Formal(s) List all 8. Record Series Sequence 9. Volume
3( File Drawer(s)

O Microfilm Reel(s)
BLetter Size O Microfilm Alphabetical

. 2 oc Tape(s)
m.egal Size 0 Computer Tape Numerical Number .
0 Other (specify).
O Audio Tape O Floppy Disk Chronological

0 Bound Book D Video Tape Geographical 10. Annual Accumutation

9{ File Drawen(s)
O Other (specify)_________ . . Other {specify)
0O Microfilm Reel(s)

O Computer Tape(s)

0 Other (specify)

11 File is Used 3 File Becomes Inaclive After

XKoaily 0 Annually 10 Mont X vears)
Number

13. Current Location(s) (Bldg., Fioor, Room) 14. Is Racord Series Duplicated Elsewhere? (If yes, specify agency or office.)

50 Harry S Truman Parkway
Annapolis, MD 21401

0 Yes Xo Ne

15.  Access Restrictions (If Yes, cite Law(s) & Regulation{s) 16.  Audit Requirements

O Yes )g No )Ql None O State O Federal O Independent

17.  Is an Index System used? If yes, explain briefty and describe requirements 18. © Recommended Retention B . }
. : Retain in office. ~ Screen annually
O Yes X no . e -

.

19. Name and Tille of Preparer 20. Telephone Number 21, Date

Richard W. Wotthlie
Chief, Weights & Measures 410-841-5790 January 12, 2009

DGS §50-4 (Rev.'1/83)




Instructions -Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

-

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

PAGE _3_ OF

1. DeparimenV/Agency .

MD Dept of Agriculture

2. Division

MAICS

3. Unit
Weights and Measures

4. Record Series Title

Device Inspection Reports

DEFINITION - RECORD SERIES: A group of related records normally filed and used as 2 unit for reference as well as retention and disposition purposes.

5. Earliest Year/Latesi Year

to

county and business.
capacity and gsmall
measuring devitces,

capacity scales,
vehicle tank meters, LPG/vehicle tank meters,
moisture meters, length measuring devices and miscellaneous reports.

6. Record Series Description (Briefly describe the types of information/documentsfforms found in the series. Include the purpose or function of the series.)
Original copies of initial and subsequent reports of
Includes inspection reports for: )
large liquid measuring devices, small liquid
LPG/stationary, gradirs

large capacity, medium

7. Record Series Formal(s) List all 8. Record Series Sequence 8. Voluma .
Q( File Drawer(s)
0 Microfim Reel(s)
Netter Size 0O Microfilm X Alphabetical
o Comp Tape(s)
XLegal Size 0 Computer Tape 0 Numerical Number
O Other (specity)
0 Audio Tape O Floppy Disk O Chronological
0 Bound Book 0 Video Tape D Geographical 10. Annual Accumulation
9{ File Drawer{(s)
0 Other (specify). O Other (specify)
0 Microfiim Reel(a)
0 Computer Tape(s)
Number
D Other (specily)
" File is Used 12, File Becomes Inactive After
oYDaily D Weekly 0 Monthly O Annually 5 0 Month X vear(s)
Number

13. Curmrent Location(s) {Bidg., Floor, Room)

50 Harry S Truman Parkway

14. Is Record Series Duplicated Elsewhera? (if yes, spocify agency or office.)

4 0 Yes Xo Ne
Annapolis, MD 21401
15.  Access Restrictions (i Yes, cite Law(s) & Regulation(s) 16.  Audit Requirements
O Yes X:I No 0 None X State O Federal O Independent

XNo

0 Yes

17. s an Index System used? If yes, explain briefly and describe requirements

18.  Recommended Retention

Retain in office for 5 years then
destroy.

19. Name and Title of Preparer

Richard W. Wotthlie
Chief, Weights & Measures

20. Telephone Number

410-841-5790

21. Date

January 12, 2009

DGS 550-4 (Rev. 1/93)

inspectidﬁ and test, divided by




.

Instructions -Type of Printa separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

AGENCY RECORDS INVENTORY

-

Jessup, Maryland 20794
4107991930

PAGE 4 OF

1. Department/Agency

Dept of Agriculture

2. Division

MAICS

3. Unit
Weights and Measures

4. Record Series Title
Package Inspection Reports

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. i

5. Eariest Year/Latest Year

to

[
i

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the saries.} R
Originals of all the inspection reports pertaining to packaged commodities.
used are Random Package Inspection Reports and Standard Package Inspection Reports.

Forms

7. Record Series Format(s) List all 8. Record Series Sequence 8. Volume
Q( File Drawer(s)
O Microfitm Reel(s)
XLetter Size 0 Microfilm X Aphabetical
D Computer Tape(s)
WLega! Size 0 Computer Tape 0 Numericat Number .
0O Other (specify)
0 Audio Tape Q Floppy Disk G Chronological
0 Bound Book 0 Video Tape D Geographical 10. Annual Accumulation
9{ File Drawer(s)
O Other (specily) " O Other (specify) .
0 Microfilm Reel(s)
0 Computer Tape(s)
Number
0 Other (specify)
1. File is Used 12, File Becomes Inactive After
X Daily D Weekly O Manthly 0 Annually 5 g X vear(s)
Number

13. Curreni Location(s) (Bidg., Floor, Room)

50 Harry S Truman Parkway

14. 1s Record Series Dupiicated Elsewhere? (If yes, specify agency or office.)

4 O Yes Xo No
Annapolis, MD 21401
15.  Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16.  Audit Requirements
O Yes XJ No O None Xstate 0O Federal 0 Independent

17.  Is anIndex System used? If yes, explain briefly and describe requirements

XNo

O Yes

18.

Recommended Retention
Retain in office for 5 years then destroy.

19. Name and Title of Preparer

Richard W. Wotthlie
Chief, Weights & Measures

20. Telephone Number

410-841-5790

21. Date

January 12, 2009

DGS §50-4 (Rov. 1/93)




Instructions -Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPP_:RTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION
7275 Waterioo Road, P.O. Box 275

-

Jessup, Maryland 20794
410-799-1930

PAGE i OF

1. Department/Agency 2, Division

Dept of Agriculture MAICS

3, Unit
Weights and Measures

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title

Reports of Tests (Laboratory)

5. Earliest Year/Latest Year

to

.

weighing and measuring devices.

6. Record Series Description (Briefly describe the types of infermatiorVdocuments/forms found in the series. Includa the purpose or function of the serigs.
Laboratory initiated test reports for standards used
The standards are used by the private sector, other

state agencieg and state and local weights and measures programs.

) .
to determine the accuracy of

7. Record Series Formal(s) Listall 8. Record Series Sequence 9. Volume
X File Drawer(s)
O Microfiim Reel(s)
Ketter Size O Microfilm X Alphabetical
0 Computer Tape(s)
XLegaI Size 0 Computer Tape 0 Numerical Number
0 Other (specify),
0 Audio Tape O Floppy Disk 0 Chronological
Q Bound Book 0 Video Tape O Geographical '10. Annual Accumulation
. 9( File Drawes(s}
Q Other (specify), O Other (specify)
O Microfilm Reel(s)
O Computer Tape(s)
Number
O Other (specify)
1. File is Used 12, File Becomes Inactive After
¥ Daily 0 Weekly O Monthly 0 Annually ) oM X Years)
Number

13, Current Location(s) {BIdg., Floor, Room)

50 Harry S Truman Parkway

14, Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)

A O Yes Xo No
Annapolis, MD 21401
15.  Access Restriclions (If Yes, cite Law(s) & Regulation(s) 16.  Audit Requirements
O Yes )% No O None O State O Federal 0 Independent

17. Is an Index System used? if yes, explain briefly and describe requirements

XNo

O Yes

18.  Recommended Retention
Retain in office for a minimum of 5 years
then destroy.

19. Name and Title of Preparer

Richard W. Wotthlie
Chief, Weights & Measures

20. Telephone Number

410-841-5790

21, Date

January 12, 2009

DGS 550-4 (Rev. 1/93)




Instructions —Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

-

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794

410-799-1930

AGENCY RECORDS INVENTORY

PAGE ﬁ OF

1. Department/Agency

Dept of Agriculture

2. Division

MATICS

3. Ul.l|l
Weights and Measures

4, Record Series Title
Reports of Rejection (Laboratory)

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

5. Earliest Year/Latest Year

to

anticipated or is possible.

6. Recard Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpese or function of the series.)
Reports or notices of rejection, initiated by the Metrology Laboratory, on items

failing to meet specifications or tolerances.

Issued when no corrective action is

7. Record Series Format(s) Listall 8. Record Series Sequence 9. Volume
Qf File Drawer(s)
0 Microfilm Reel(s)
Kuetter Size 0 Microfilm X Alphabetical
o Comp Tape(s)
Nlegal Size 0 Computer Tape O Numerical Number
O Other (specify)
0 Audio Tape O Floppy Disk 0 Chronological
Q0 Bound Book 0 Video Tape 0 Geographical 10. Annual Accumulation
X File Orawer(s)
Q Other (specify), O Other (specify)
O Microfilm Reel{a)
O Computer Tape(s)
Number
0 Other (specify)
1. File is Used 12.  File Becomes Inactive After
o Daiy 0 Weekly O Monthly 0 Annually 5 o X vYeurs)
Number

13. Current Location(s) (BIdg., Floor, Room)

50 Harry S Truman Parkway

14. Is Record Series Duplicaled Elsewhere? (I yas, specify agency or office.)

.0 Yes Xo No
Annapolis, MD 21401
15,  Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16.  Audit Requirements
QO Yes X] No 0 None )U( State O Federal 0 Independent

17. Is anindex System used? If yes, explain briefly and describe requirements

XNo

0 Yes

18.

Retain in office for
then destroy.

Recommended Retention
a minimum of 5 years

19. Name and Title of Preparer

Richard W. Wotthlie
Chief, Weights & Measures

20. Telephone Number

410-841-5790

21, Date

January 12, 2009

DGS 550-4 (Rev. 1/93)




Instructions -Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterioo Road, P.0O. Box 275 - PAGE 7 o
R Jessup, Maryland 20794
' 410-799-1930
1. Depariment/Agency 2. Division . 3. Unit :
MD Dept of Agriculture MAICS Weights and Measures

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Tille 5. Earliast Year/Lates! Year

Traceability Reports (Laboratory)

to

6. Record Series Description (Briefly describe ths types of information/documents/forms found in the series. Include the purpose or function of the series.) .
National Institute of Standards and Technology and Maryland Laboratory reports of

tests and accompanying data sheets required as proof of traceability to national
standards. =

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
' a( File Drawer(s)
O Microfilm Reel(s)
Xl.auer Size 0 Microfilm X Alphabetical
o G Tape(s)
xLegal Size 0 Computer Tape 0 Numerical Number
0 Other (specify),
D Audio Tape 0O Floppy Disk O Chronological
0 Bound Book 0 Video Tape 0 Geographical 10, Annual Accumulation
q( File Drawer(s)
O Other (specify) . 0 Other {specify)
O Microfiim Reel(s)
0O Computer Tape(s)
Number
0 Other {specify)
11, File is Used 12.  File Becomes inactive After
D Oaity 1 Weekly 0" Monthly 0 Annually - O Month(s) X voear(s)
Number
13, Cument Location(s)  (Bldg., Floor, Roam) 14. Is Record Series Duplicated Elsewhere? (If yes, specily agency or office.)
Harr man Parkwa
50 Har y S Tru Parkway o ves % Mo
Annapolis, MD 21401
15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 18, Audit Requirements
O Yes XJ No O None O Slate 0 Federal 0 Independent
. 17. I8 an Index System used? If yes, explain briefly and describe requirements 18.  Recommended Retention
Retain in office for the life of the
G Yes X No
standard -then destroy.
19. Name and Tille of Preparer 20. Telephone Number 21. Date

Richard W. Wotthlie

Chief, Weights & Measures 410-841-5790 January 12, 2009

DGS 550-4 (Rev. 1/83)




Instructions ~Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

+

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794

410-789-1930

AGENCY RECORDS INVENTORY

PAGE 8 OF

1. Depariment/Agency

MD Dept of Agriculture

2. Division

MAICS

3. Unit
Weights and Measures

4. Record Series Title

Investigations A. General

DEFINITION - RECORD SERIES: A group of related records nomally filed and used as a unit for reference as well as retention and disposition purposes.

5. Earliest Year/Latest Year

to

.
i

6. Racord Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.) -

Consists of section initiated investigations which may result in the development of
regulations, changes of program emphasis, etc.

Filed by investigative project.

k)

7. Record Series Format(s) List al! 8. Record Series Sequence 9. Valume
X File Drawer(s)
\ D Microfiim Reel(s)
Wetter Size O Microfilm X Alphabetical
D Computer Tape(s)
Xl.ogal Size 0 Computer Tape O Numerical Number
. 0 Other (specify).
0 Audio Tape Q Floppy Disk O Chronological
0 Bound Book 0 Video Tape D Geographical 10. Annual Accumulation
& File Orawer(s)
Q Other (specify) O Other (specify)
D Microfilm Reel(s)
O Computer Tape(s)
Number
O Other (specify)
1. File is Used 12 File Becomes Inactive After
D Daily XWeekly 0 Monthly O Annually 5 O Month(s) X Year(s)
Number
13. Curent Location(s)  {Bidg.. Floor, Room) 14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)
50 Harry S Truman Parkway o B N
Annapolis, MD 21401
15.  Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16.  Audit Requirements
0 Yes )g No 0O None Xl State O Federal 0 indepandent
17. s anIndex System used? If yes, explain briefly and describe requirements 18.  Recommended Retention X
Retain in office for 5 years then
0 Yes X o destroy. )

19, Name and Title of Preparer
Richard W. Wotthlie
Chief, Weights & Measures

20, Telephone Number

410-841-5790

21, Date

January 12, 2009

DGS 550-4 (Rev. 1/93)




Instructions —Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

.

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

PAGE OF

1. DepartmenvAgency

MD Dept of Agriculture

2. Division

MAICS

3. Unit
Weights and Measures

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

+

originating

A,

4, Record Series Title 5. Eariest Year/Latest Year
Investigations B. Complaints o
6. Record Sertes Description (Briefly describe the types of information/decuments/ierms found in the series. Include the purpose of function of the series.) -

Consists of written investiation reports completed as a result of complaints
from outside sources (consumers, private industries, etc.).

kY

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
X File Drawer(s)
0 Microfilm Reel(s)
Kuetter Size 0 Microfilm X Alphabetical
0 Comp Tape(s)
Legal Size 0 Computer Tape 0 Numerical Number
0 Other (specify)
0 Audio Tape {1 Floppy Disk O Chronological
O Bound Book 0 Video Tape O Geographical 10. Annual Accumulation .
9( File Drawer(s)
D Cther (specify) 0 Other {specify)
0 Microfilm Reel(s)
0 Computer Tape(s)
Number
O Other (specily)
11, Fileis Used 12.  File Becomes Inactive ARer
EXDain 0 Weekly O Monthly O Annually 3 O Month(s) X voar(e)
Number

13. Current Location(s)  (Bidg., Floor, Room)

50 Harry S Truman Parkway

14. 1s Record Series Duplicated Elsewhere? (If yes, specify agency or office.)

o Yes X No
Annapolis, MD 21401
15.  Access Restrictions (If Yes, cite Law(s) & Regulation{s) 16.  Audit Requirements -
O Yes % o O None btate 0 Federal O Independent

17.

XNo

O Yes

Is an Index System used? If yes, explain briefly and describe requirsments

18.  Recommended Retention

destroy.

Retain in office for 5 years then

18. Name and Title of Preparer

Richard W. Wotthlie
Chief, Weights & Measures

20, Telephone Number 21, Date

410-841-5790

January 12, 2009

DGS 550-4 (Rev. 1/93)




o

Instructions -Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DiVISION
7275 Waterloo Road, P.O. Box 275

AGENCY RECORDS INVENTORY

pace_ 10 oF
- Jessup, Maryland 20794

410-799-1830

2. Division

MAICS

1. Department/Agency

3. Unil
Dept of Agriculture Weights and Measures

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. ]

4. Record Saries Title 5. Earliest Year/Latest Year

Investigations C. Section/Inspector Initiated

to

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.)

Consists of written investigations resulting from staff initiated action on
observed or suspected violations: not from external sources.

7. Record Series Format(s) Listall 8. Record Series Sequence 9. Volums
3( File Orawer(s)
0 Microfim Reel(s)
Letter Size O Microfiim X Alphabetical
0 C Tape(s)
XLegal Size @ Computer Tape O Numerical Number
0 Other (specify)
G Audio Tape O Floppy Disk 0 Chronological
Q Bound Book O Video Tape O Geographical 10. Annual Accumulation
X File Drawer(s)
Q Other {specily), DO Other (specify)
0 Microfilm Reel(s)
O Computer Tape(s)
Number
0 Other (spacify)}
11.  Fileis Used 12.  File Becomas Inactive Afler
Xpaity 0 Weekly O Monthty 0 Annually 3 ‘o X Yoar(s)
. Number

13. Cument Location(s)

50 Harry S Truman Parkway

{Bldg., Ftoor, Room) 14. Is Record Series Duplicated Elsewhere? (If yes, specily agency or office.)

4 0 VYes X0 No
Annapolis, MD 21401
15.  Access Restrictions {if Yes, cite Law(s) & Regulation{s} 16.  Audit Requirements
O Yes XJ No G None DXla\e D Federal O Independent

17. 18.  Recommended Retention

1s an Index System used? if yes, explain briefly and describe requirements
‘ Retain in office for 5 years then destroy

0 Yes XNo

21. Date

January 12, 2009

19. Name and Title of Preparer

Richard W. Wotthlie
Chief, Weights & Measures

20. Telephone Number

410-841-5790

DGS §50-4 {Rev. 1/93)




Instructions -Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterioo Road, P.O. Box 275.

Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

1l or_

PAGE

1. Depastment/Agency

MD Dept of Agriculture

2. Division

MAICS

3. Unit
Weights and Measures

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as we|| as retention and disposition purposes. _

4. Record Series Tille

License Examinations and Fee Receipts

5. Earliest Year/Latest Year

to

attached to completed exam.

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.)
Consists of examinations taken during a specific year for reglstered calibrators,
milk tester or registered calibrator/milk tester licenses; exam fee receipt is

Forms included are Application for Registered

Calibrators of Farm Milk Tanks, License Examination and Milk and Fluid -Dairy
Products Tester's Examination Supplement.

7. Record Series Format(s) List afl 8. Record Series Sequence 9. Volume
3{ File Drawer(s)
0 Microfim Reel(s)
Ketter Size O Microfitm X Aphabetical
O Computer Tapa(s)
xl.egal Size O Computer Tape 0 Numerical Number
O Other (specify)
O Audio Tape O Floppy Disk O Chronological
O Bound Book O Video Tape 0 Geographical 10. Annual Accumulation
g( File Drawer(s)
0O Other (specify). O Other (specify)
O Microfilm Reel{s}
0 Computer Tape(s)
Number
O Other (specify)
11, Fileis Used 12.  File Becomes Inactive After
0 Daily 0 Weekly O Monthly O Annually 3 0 Month(s) X Year(s)
. Number

13. Cument Location(s)

50 Harry S Truman Parkway

(Bldg., Floor, Room)

14, Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)

4 D Yes o Ne
Annapolis, MD 21401
15.  Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16.  Audit Requirements
0 Yes &l No D None xstate D Federal 0 Independent

17.

XNo

0 Yes

ts an Index System used? If yes, explain briefly and describe requirements

18. Recommended Retantion

Retain in office for 3 years then
destroy.

19. Name and Title of Preparer
Richard W. Wotthlie
Chief, Weights & Measures

20, Telephone Number

410-841-5790

21. Date

January 12, 2009

DGS 550-4 (Rev. 1/93)




Instructions ~Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

-

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

pacE__12 oF

1. DepartmenVAgency

MD Dept of Agriculture

2. Division

MAICS

3. Unit
Weights and Measures

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

Tester. b

4. Record Series Titla 5. Earliest Year/Lalest Year
License Applications Completed o
6. Record Series Description (Briefly describe the types of infarmation/documents/forms found in the series. Include the purpuse or function of the series.) -

Consists of completed applications denoting issuance of licenses for Registered
Calibrators, Milk Testers and a combination license Registered Calibrator/Milk

7. Record Series Formal(s) List all 8. Record Series Sequence 9. Volume
’ g( File Drawer(s)
0 Migrofilm Reel(s)
DLetter Size O Microfilm X Alphabetical
0 Comp Tape(s)
XLegal Size O Computer Tape 0 Numerical Number
O Other {specify)
0 Audio Tape 0 Floppy Disk 0 Chronological
0 Bound Book D Video Tape D Geographical 10. Annual Accumulation
9( File Drawer(s)
O Other (specify), 0O Other {specify)
0 Microfilm Reel(s)
O Computer Taps(s)
Number
O Other (specify)
1. File is Used 12. File Becomes Inactive Afler
0 Oaily 0 Weekly O Monthly O Annually 3 0 Month(s) X Year(s)
Number

13. Current Location(s)  (Bldg., Floor, Room)

50 Harry S Truman Parkway

14. Is Record Series Duplicated Elsewhere? (If yes, specify agency or office.)

4 O Yes ¥Xo No
Annapolis, MD 21401
15.  Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16.  Audit Requirements
0O Yes )g No O None XSlate O Federal 0O Independent

XNo

0 Yes

17. s anindex System used? If yes, explain briefly and describe requirements

18.  Recommended Retention

Retain in office for 3 years then
destroy.

19, Name and Title of Preparer
Richard W. Wotthlie
Chief, Weights & Measures

20, Telephane Number

410-841-5790

21, Date

January 12, 2009

DGS 550-4 {Rev. 1/83)




Instructions -Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

-

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794

410-799-1930

AGENCY RECORDS INVENTORY

PAGE 13 OF

1. DeparimenVAgency

MD Dept of Agriculture

2. Division

MAICS

3. Unit
Weights and Measures

4. Record Series Title

Purchase Orders and Invoices - All Objects

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. .

5. Earliest Year/Latest Year

to

[N
i

6. Record Series Description {Briefly describe the types of informationvdocuments/iorms found in the series. Include the purpese or function of the series.)
Consists of section initiated purchase orders, completed inv01ces and receiving
reports for items/services obtained in a specific fiscal year.

7. Record Series Format(s) List all 8. Recard Series Sequence 8. Volume
3( File Drawer(s)
0 Microfilm Reel(s)
KLetter Size O Microfilm X Atphabetical
0 Comp Tape(s)
KLeqal Size 0 Computer Tape 0 Numerical Number
. 0 Other (specity)
D Audio Tape 0 Floppy Disk 0 Chronological
0 Bound Book D Video Tape D Geographical 10. Annuat Accumulation
9( File Drawer(s)
D Other (specify) 0 Other (specify)
0 Microfim Reel(s)
Q Computer Tape(s)
Number
O Other (specify)
11, File is Used 12.  File Becomes Inactive After
X Oaily T Weekly 0 Monthly 0 Annually b O Month(s) X vear(s)
Number

13. Current Location(s)

50 Harry S Truman Parkway

{Bldg., Floor, Room)

14, s Record Series Duplicated Elsewhere? (If yes, specify agency or office.)

4 0 Yes Xo Neo
Annapolis, MD 21401
15, Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16.  Audit Requirements
0 Yes )% No 0 None K state 0 Federal 0 Independent

17.

XNo

0 Yes

i3 an Index System used? if yes, explain briefly and describe requirements

18,

Recommended Retention

Retain in office for 4 years then
destroy.

19. Name and Tille of Preparer
Richard W. Wotthlie
Chief, Weights & Measures

20. Telephone Number

410-841-5790

21, Date

January 12, 2009

DGS §50-4 (Rev. 1/83)




Instructions -Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

-

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

PAGEA ofF

1. DepartmenVAgency

Dept of Agriculture

2. Division

MAICS

3. Unit '
Weights and Measures

4. Record Series Title

Fiscal File Budget Information

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.
5. Earliest Year/Latest Year )

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpase or function of the series.) A
Consists of the Weights and Measures Section's fiscal year ledgers and MDA budget
print-outs. .This folder would also have documents showing any fees received for
licensing or“services rendered and a record of deposits (Certificate of Deposits)

Richard W. Wotthlie
Chief, Weights & Measures

410-841-5790

7. Record Series Format(s) Uist alt 8. Record Series Sequence 9. Volume
3( File Orawer(s)
0 Microfim Reel(s)
BQL.etter Size 0O Microfilm X Alphabetical
Tape(s)
XLeqal Size 0 Computer Tape O Numerical . Number
0 Other (specify).
0 Audio Tape O Floppy Disk 0 Chronological
0 Bound Book QVideo Tape 0 Geographical 10. Annual Accumulation
9{ File Drawer(s)
0 Other (specify) 0 . Other (specify)
O Microfilm Reel(s)
0 Computer Tape(s)
Number
0 Other {spacify)
11, Fileis Used 12, File Becomes Inactive After
QO Daily 0 Weekly O Monthly O Annually 4 o X vYearls)
Number
13, Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Dupllc}:(ed Elsewhere? (If yes, specify agency or office.)
arkwa
50 Harry S Truman Parkway o ves o Ko
Annapolis, MD 21401
15. Access Restrictions (If Yes, cite Law{s) & Regulation(s) 16. Audit Requirements
O Yes )% No O Nane 0 State D Independent
17.  Is an Index System used? If yes, explain briefly and describe requirements 18.  Recommended Retention
: Retain in office
6 ves X e e 4 years then destroy
18. Name and Title of Preparer 20. Telephone Number 21, Date

January 12, 2009

DGS 550-4 (Rev. 1/93)




instructions ~Type of Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 pace_ 15 or
- Jessup, Maryland 20794
410-799-1930
1. Department/Agency 2. Division 3. Unit
Dept of Agriculture MATICS Weights and Measures

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes._

4. Record Series Title 5. Earliest Year/Latest Year

Fiscal File Budget Request and Preparation

to

6. Record Series Description (Briefly describe tha types of informatiorvdocuments/fforms found in the series. include the purpose or function of the series.) -

Consists of copies of section's request, departmental confirmation and results of
General Assembly for separate fiscal years. 1Includes information relative to
development of budget requests.

kY

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
Q( File Drawer{s)
O Microfilm Reel(s)
Detter Size 0O Microfilm X Aiphabetical
0 Comp Tape(sj
Kiegai Size 0 Computer Tape O Numerical Number
0 Cther (specify)
Q Audio Tape 0 Floppy Disk 0 Chronological
0 Bound Book O Video Tape 0 Geographical . 10. Annual Accumulation N
9( File Drawer(a)
0 Other (specily) ________ . 0 Other (specify)
) O Microfilm Reel(s)
G Computer Tape(s)
Number
0 Other (specify)
11.  Fileis Used 12.  File Becomes Inactive After
O Daily 0 Weekly O Monthly 0 Annually 4 ) X Year(s)
Number
13. Cument Location(s) (BIdg., Floor, Room) . 14. i3 Record Series Ouplicated Elsewhere? (I yes, specify agency or office.}
50 Harry S Truman Parkway o ves X N
Annapolis, MD 21401
15.  Access Restrictions (M Yes, cite Law(s} & Regulation{s) 16.  Audit Requirements
O Yes )% No ° 0 None O Slate O Federal O Independent
17. s an Index System used? if yes, explain briefly and describe requirements 18.  Recommended Retenlion
Retain in office for 4 years then destroy.
0 Yes X No .
N N
19. Name and Tille of Preparer . 20. Telephone Number 21, Date

Richard W. Wotthlie

Chief, Weights & Measures 410-841-5790 J?nuary 12, 2009

OGS 550-4 (Rev. 1/83)




Instructions ~Type of Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterioo Road, P.O. Box 275 pace 16 oF
- Jessup, Maryland 20794
410-799-1830
1. Depariment/Agency 2. Division 3. Ur_\il .
Dept of Agriculture MAICS Weights and Measures

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.
4, Record Series Title 5. Earliest Year/Latest Year )

Legislative File Development and Supporting
Documents (Departmental/Section Regulations)

8. Record Series Description (Briefly describe the types of information/documents/{orms found in the series. Include the purposs or function of the series.)

Consists of any retained documents relative to regulations; may include results
of section and other hearings.

7. Record Series Formal(s) List all 8. Record Series Sequence 9. Volume
Q( Flle Drawer(s}
O Microfilm Reel(s)
XLetter Size O Microfitm : X Aphabetical
a G Tape(s)
Legal Size 0 Computer Tape O Numerical Number .
O Other (specify),
0 Audio Tape 0 Floppy Disk O Chronological
0 Bound Book O Video Tape O Geographical 10. Annual Accumulation
X File Drawer(s)
O Other (specily)______ . D Other (specify)
0 Microfilm Reel(s)
. 0 Computer Tapa(s)
Numbes
O Other (specily)
11.  File is Used 12, File Becomes Inactive After
O Daily O Woekly O Monthly 0O Annually 6 o] (s) X Yoar(s)
Number
13. Current Location{s)  (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? (If yes, spacily agency or office.)
50 Harry S Truman Parkway o ves o N
Annapolis, MD 21401
15. Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16. Audit Requiremants
O Yes }S No O None O State O Federal O Independent
17. Is an tndex System used? If yes, explain briefty and describe requirements ) 18.  Recommended Retenfion
0 ves Xn Retain in office for 6 years then destroy.
o
19. Name and Title of Preparer 20, Telephone Number 21, Date

Richard W. Wotthlie

Chief, Weights & Measures 410-841-5790 January 12, 2009

DGS 550-4 {Rev. 1/93)




Instructions -Tybe or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

-

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1830

pace__17 oF

1. Depariment/Agency

MD Dept of Agriculture

2. Division

MAICS

3. Unit
Weights and Measures

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. |

4. Record Series Title

Legislative File

Preparation/Supporting data and
Testimony (Departmental Bills)

5. Earliest Year/Latest Year

to

6. Record Series Description (Briefly describe the types of information/documentsfforms found in the series. Include the purpose or function of the series.)

Consists of all Weights and Measures bills; filed by bill number and year.

7. Record Series Format(s) Listall

MLetter Size 0 Microfitm
XLegal Size O Computer Tape
0 Audio Tape 0 Floppy Disk
Q Bound Book 0 Video Tape

O Other (speciy),

8. Racord Series Saquence

Alphabetical

X File Drawer(s)
D Microfilm Reel(s)

Tape(s)

Numerical

Chronological

g C

0 Other (specify),

Geographical

Other (specify)

10. Annual Accumulation

9{ File Drawer(s)
O Microfilm Reel(s)
0 Computer Tape(s)

O Other (specify)

11.  Fileis Used

0 Daity 0 Monthly

0 Annually

12, Fite Becomes Inactive After

6

X Year(s)

13. Current Location(s)
50 Harry S Truman Parkway
Annapolis, MD 21401

(BIdg., Floor, Room)

0 Yes

).

14. is Record Series Duplicated Elsewhere? (If yes, specify agency or offics.)

No

15.  Access Restrictions (If Yes, cite Law(s) & Regulation(s)

)%No

Q Yes

16. Audit Requirements

0 None O State

O Federal Q Independent

XNo

0 Yes

17.  Is an Index Systern used? if yes, explain briefly and describe requirements 18
Retain in office for 6 years then destroy.

Recommended Retention

19. Name and Title of Preparer
Richard W. Wotthlie
Chief, Weights & Measures

20, Telephone Number

410-841-5790

21, Date

January 12, 2009

DGS §50-4 (Rev. 1/83)




Instructions ~Type 6r‘ Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

PAGE i OF

1. Department/Agency

Dept of Agriculture

2. Division

MAICS

3. Unit
Weights and Measures

4. Record Series Title
Legislative File

Testimony on Regulations
(non-departmental)

to

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.
5. Earliest Year/Latest Year T

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the serles.)

Consists of any written testimony presented by Weights and Measures at public
hearings of other state or federal agencies, relative to regulations.

7. Record Series Formal(s) List all 8. Record Series Sequence 9. Volume
a( File Orawer(s)
O Microfilm Reel(s)
Rotter Size 0 Microfilm X Alphabetical
O Computer Tape(s)
XLegal Size 0 Computer Tape D Numerical Number
0 Other (specily)
0 Audio Tape O Floppy Disk 0 Chronological
0 Bound Book Q Video Tape 0 Geographical 10. Annual Accumulation
9( Fila Drawer(s)
0 Other (specify). O Other (specify) .
O Microfiim Reel(s)
G Computer Tape(s)
Number
O Other (specify)
11.  Filois Used 12 File Becomes Inactive Afler
O Daily D Weekly O Monthly 0 Annually O Month X vYoarts)

Number

13. Cument Location(s)

50 Harry S Truman Parkway

(Bldg., Floor, Room)

14. Is Record Series Duplicated E'sewhere? (I yes, specify agency or office.)

4 O Yes Xo No
Annapolis, MD 21401
15.  Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16.  Audil Requirements
Q Yes }% No D None O State O Federal 0 Independent

17.

X no

0 Yes

Is an index System used? If yes, explain briefty and describe requirements

" 18.  Recommended Retention
Retain in office

for 6 years then destroy.

18. Name and Titte of Preparer

Richard W. Wotthlie
Chief, Weights & Measures

20. Telephone Number

410-841-5790

21. Date

January 12, 2009

DGS 550-4 (Rev. 1/93)




Instructions -Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

-

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794

410-799-1830

AGENCY RECORDS INVENTORY

pace_ 19 of

1. DeparimenV/Agency

Dept of Agriculture

2. Division

MAICS

3. Unit
Weights and Measures

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. ]

4. Record Series Tille
Legislative File

Testimony (non-departmental

bills)

5. Earfiest Year/Latest Year

to

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.) =
consist of copies of any written testimony presented to the General Assembly on
bills other than Weights and Measures.

[

8. Record Series Sequence

7. Record Series Formai(s) List all 9. Volume
Q( File Drawer(s)
D Microfilm Reel(s)
etter Size O Microfilm X Alphabetical
0 Comp Tape(s)
XLegal Size 0 Computer Tape 0 Numerical Number
O Other (specify),
O Audio Tape O Floppy Disk 0 Chronological
0 Bound Book O Video Tape O Geographical 10. Annua Accumulation
9{ Fite Drawer(s)
0 Other (specify), O Other (specify)
D Microfilm Reel(s)
O Computer Tape(s)
Number
0O Other (specify)
11, Fileis Used 12, File Becomes Inactive After
O Daily 0 Woekly 0 Monthly O Annually a @) X Year(s)

13. Cument Location{s)  (Bldg., Floor, Room}

50 Harry S Truman Parkway

14. s Record Series Duplicated Elsewhere? (If yes, specify agency or office.)

4 0 X0 No
Annapolis, MD 21401
15.  Access Restrictions (Il Yes, cite Law(s) & Regutation(s) 16.  Audit Requirements
O Yes )g No D None O State O Federal Q Independent
17. Is an Index System used? If yes, explain briefly and describe requirements 18.  Recommended Retention
ketain in office for 3 years then
O Yes X No
destroy.
19. Name and Title of Preparer 20. Telephone Number 21. Date

Richard W. Wotthlie
Chief, Weights & Measures

410-841-5790

January 12, 2009

DGS 550-4 (Rev. 1/93)




Instructions ~Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

-

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1830

PAGE ZQ OF

1. DepartmentAgency

MD Dept of Agriculture

2. Division

MAICS

3. Unit
Weights and Measures

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. i

4. Record Series Titla 5. Earliest Year/Latest Year
veneral Office Information mMiscellaneous
to
6. Record Series Description (Briefly the types of i M found in the series. Inciude the purpose or function of the series.) .~

vonsists of reports of accident/theft or Loss, copies of accident review board
cases_, charge receipts, 1inventory records and equipment records.

Number

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
3( File Drawer(s)
O Microfiim Real(s)
BLetter Size 0 Microfilm "X Alphabetical
0 Computer Tape(s)
X\.egal Size O Computer Tape 0 Numerical Number
Qa Other (specify)
O Audio Tape 0 Floppy Disk O Chronological
0 Bound Book 0 Video Tape 0 Geographical 10. Annual Accumulation
X File Drawer(s)
O Other (specify) O Other (specify)
O Microfilm Reel(s) -
0 Computer Tape(s)
Number
O Other (specify)
1. File is Used 12.  File Becomes Inactive Afler
0 Daily 0 Weekly 0 Monthly O Annually © 0 Month X Year(s)

13. Cument Location{s) {BIdg.. Floor, Room)

50 Harry S Truman Parkway

14, Is Record Series Ouplicated Elsewhere? (If yes, specify agency or office.)

4 G Yes Xo nNo
Annapolis, MD 21401 »
15, Access Restrictions ()f Yes, cite Law(s) & Regulation(s) 16.  Audit Requirements
.0 Yes K] No O None 0 State O Federal O independent

17.

XNo

0 Yes

Is an Index System used? If yes, explain briefly and describe requirements

18. Recommended ’Rah\r*‘jon .,
Retain 1n office.

screen annually and

destroy material which has ceasea to nave
administracive value

19. Name and Title of Preparer

Richard W. Wotthlie
Chief, Weights & Measures

20. Telephone Number

410-841-5790

21. Oate

January 12, 2009

OGS 550-4 (Rev. 1/93)




Instructions ~-Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

.

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIViISION
7275 Waterloo Road, P.O. Box 275 21

Jessup, Maryland 20794
410-799-1830

AGENCY RECORDS INVENTORY

PAGE OF

1. Depantment/Agency

Dept of Agriculture

2. Division

MAICS

3. Unit
Weights and Measures

4. Record Series Tille
Office Personnel Information

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. ‘

5. Earliest Year/Latest Year

to

.,
(N

6. Record Series Description (Briefly describe the types af information/documents/forms found in the series. Include the purpose or function of the saries.} S

Contains vehicle log copies, inspector summary sheets and time sheets.

7. Record Series Format(s) List all 8. Record Series Sequance 9. Volume
X File Drawer(s)
0 Microfilm Reel(s)
KLetter Size O Microfilm X Alphabetical
! O Computer Tape(s)
§(Lagal Size 0 Computer Tape O Numerical Number
0 Other (specify).
0 Audio Tape O Floppy Disk O Chronological
0 Bound Book 0 Video Tape 0 Geographical 10. Annua! Accumutation
g{ File Drawer(s) -
O Other (spacify) 0 Other (specify)
O Microfim Reei(s)
0 Computer Tape(s)
Number
O Other (spocily)
11, File is Used 12,  File Becomes Inactive After
0 Daily 0 Weekly O Monthly 0 Annually 3 o X voar(s)
' Number

13. Cument Location(s)

50 Harry S Truman Parkway

(Bldg., Floor, Room) ~

14. I3 Record Series Duplicated Elsewhere? (If yes, speclfy agency or office.)

A O Yes X0 No
Annapolis, MD 21401
15.  Access Restrictions (I Yes, cile Law(s) & Regulation(s) 16.  Audit Requirements
D Yes X! No O None 0 State O Federal 0O Independent

17.  Is anIndex System used? If yes, explain briefly and describe requirements

XNo

0 Yes

18.  Recommended Retention

Retain in office for 3 years then destroy.

18. Name and Title of Preparer

Richard W. Wotthlie
Chief, Weights & Measures

20, Telephone Number

410-841-5

21, Date

790 January 12, 2009

OGS 550-4 (Rev. 1/93)




4 ')
Instructions -Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Rpad. P.0O. Box 275 PAGE 22 oF
Jessup, Maryland 20794
410-799-1930

1. Department/Agency 2. Division 3. Unit
MD Dept of Agriculture MAICS Weights and Measures
DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.
4. Record Series Tille 5. Earliest Year/Lates! Yoar

Weighing and Measuring Device Applications and o

Cextificates

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.) R
contains copies of weighing and measuring device registration applications
and certificates.

7. Record Series Format(s) Listall ’ ) 8. Record Series Sequence 9. Volume
X File Drawer(s)
0 Microfilm Reel(s)
Nl etter Size O Microfilm X Alphabeticat .
0 Computer Tape(s)
XLegal Size 0 Computer Tape O Numerical Number
0 Other (specify).
0 Audio Tape " OFloppy Disk O Chronological
0 Bound Book 0 Video Tape 0O Geographical 10, Annual Accumulation
. g( File ODrawer(s)
0 Other (specify) D Other (specify)
0 Microfilm Reel(s)
0 Computer Tape(s)
Number
D Other (specify)
11.  Filleis Used 12.  File Becomes Inactive After
O Daily 0 Weekly O Monthly 0 Annually __ZJ_ T Month(s) X Year(s)
Number
13. Cumeni Location(s) (BIdg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? (if yes, specify agency or office.)
50 Harry S Truman Parkway o ves % N
Annapolis, MD 21401
15. Access Restrictions (If Yes, cite Law(s) & Regulations) 16. Audit Requirements
O Yes )gl No D None D State 0 Federa!l 0 Independent
17, Is an Index System used? If yes, explain briefly and describe requirements 18.  Recommended Retention
X Retain in office for 4 years then
O Yes No
destroy.
19. Name and Title of Preparer 20. Telephone Number 21. Date
Richard W. Wotthlie -
410-841-5790 January 12, 2009

Chief, Weights & Measures

DGS 550-4 {Rev. 1/83)




Instructions ~Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

PAGE 23 OF

1. DepartmentAgency

MD Dept of Agriculture

2. Division

3. Unil
MAICS Weight

s and Measures

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. ]

4. Record Saries Title

Registration Information

Service Agency and Service Technician

5. Earliest Year/Latest Year

to

[
%

8. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpese or function of the series.)

Contains applications, tests, reports of test for equipment and various forms for
each Service Agency and Technician.

7. Record Series Formal{s) List all

Number

8. Record Series Sequence 9. Volume
Q( File Drawer(s)
- 0 Microfilm Reel{s)
Xt etter Size 0 Microfilm X Alphabetical
0 Comp Tape(s)
KLegal Size © Computer Tape 0 Numericat Number
@ Other (specily)
O Audio Tape 0 Floppy Disk 0 Chronological
0 Bound Book O Video Tape 0 Geographical 10. Annua! Accumulation
9{ File Drawer(s)
O Other (specity) O Other (specify)
0 Microfim Reel(s)
Q Computer Tape(s)
Number
O Other (specify)
11.  Fileis Used 12, File Becomes Inactive After
0 Daily )Q Waeekly a Monthly 0 Annually 0 Month(s) X Year(s)

13. Curment Location(s)

50 Harry S Truman Parkway

{Bldg., Fioor, Room)

14. Is Record Series Duplicated Elsewhere? (If yes, specily agency or office.}

A O Yes Xo No
Annapolis, MD 21401
15.  Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16.  Audit Requirements
D Yes )% No 0 None D State D Federal O Independent

17.

XNo

G Yes

Is an Index System used? If yes, expiain briefly and describe requirements

18. Recommended Retention

Retain in office.

administrative vale

Screen annually and

destroy material which has ceased to have

19. Name and Titte of Preparer

Richard W. Wotthlie
Chief, Weights & Measures

20. Telephone Number 21. Date

410-841-5790 January 12

» 2009

DGS 550-4 (Rev. 1/93)




